The End of Year Collection completes enroliments
Quick Reference Guide: for the closing year and begins the process of

End of Year
Schools create calendars for the 16-17 school year
Collection and have the option of pre-enrolling students for
the next year.

enrolling students for the 16-17 year.

This guide provides instructions for
creating 16-17 calendars, rolling Closing year enrollments may be ended in a batch
student enrollments to thel6-17
year (if applicable), and ending
student enrollments for the 15-16
year, including the entry of
graduation data.

(using Infinite Campus tools) or may be ended
using the File Upload process. This collection
ends June 17, 2016.

Topics in this Quick Reference Before beginning this process, there are a few considerations:

- ?
Guide include: 1. How do | create new calendars for the 16-17 year?

e Districts may use the Calendar Wizard tool to create calendars for the
* Creating Calendars next school year. page 2

e Enrollment Roll Forward 2. May | automatically roll over enroliments for next year?
e Enrollment End Batch

e  Using a District's Student
Information System to
Complete End of Year
Requirements

e Districts have the option to use the Enroliment Roll Forward tool
to create enrollments for the 16-17 school year. page 7
3. May we end all student enroliments at the end of the year, or do we have to
do them individually?

; e Districts have the option to use the Enrollment End Batch tool to end all
e  Enrollment Adjustments

e EOQY State Published Ad
Hoc Reports

student enrollments at once. page 12
4. May |l use the Enroliment End Batch tool to enter graduation data?
e The Enrollment End Batch tool may be used to enter graduation data
e Resync Data
for students. Students who do not graduate (or graduate late) need

their records changed manually. page 14
1

v

We only have grades K-8 in our district. What do we do with our 8" grade
students?

e Students who have completed all the grades in a district should be

e exited using the Enrollment End Batch tool. K-8 students do not have
graduation data entered. page 13
6. May | use our district's Student Information System to complete this
» |

collection?
o Adistrict may use the File Upload process to complete the End of Year
collection. However, the Calendar Wizard Tool must be used to roll

] Calendars forward. page 16

For more information: 7. What should I do if | roll a student forward then later find out they are not
returning?

AIM Entry Scenarios and Examples e Student enrollments will have to be adjusted manually if students do

AIM Exit Scenarios and Examples

not return the following year.
8. What should | do with PK students?

For specific questions, call-the OPI e  PKstudents should be rolled forward manually. page 10

AIM Helpdesk at 1-877-424-6681
(1-877-4AIMMT1) or 444-3800.
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http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/QRG/Enrollment/Entry%20Scenarios%2013-14.pdf
http://opi.mt.gov/pub/AIM/AIM%20Collections/End%20of%20Year%20Collection/Exit%20Scenarios%202012-13.pdf

assistance.

from previous year calendars.

new-year enrollments en-masse.

data for graduating students (optional).

END OF YEAR PROCESS - INFINITE CAMPUS TOOLS
(see page 15 for file upload tools)
NOTE: For best results, perform these steps in the order listed. If end dates have already been
entered prior to creating the 16-17 year enrollments, call the OPI AIM help desk at 1-877-424-6681 for

e Step 1: Calendar Wizard/Calendar Roll Forward — create New Year calendars by copying the data
e Step 2: Enroliment Roll Forward — promote students to the new calendar and grade (optional).
Alternately, these New Year enrollments can be entered manually or if you don’t use Infinite

Campus as your main Student Information System (SIS), the upload process can be used to create

e Step 3: Enrollment End Batch — end student enrollments for the closing year and enter graduation

Step 1: Creating New Year Calendars

From the Index, select System
Administration, Calendar and Calendar Copy, Rollforward, or Create new Calendar-inked Data

W. d This wizard wil walk you through the creation of new school calendars by roling data forward, or copying an existing calendar. Days will only roll forward if there
1zard. are matching schedule structure and period schedule names in the new calendar.
Note: Creating calendars is a database intensive procedure. | can take a long time to complete, and may low down the system while # runs. Pleaze try to run this

tool during off-peak hours.

Select Create new Calendars by rolling

forward selected data (last year’s data will slectWiard Mode

be added to a newly created calendar). O

ClICk NeXt. OCupydata into Exating Calendars

@ Create new Calendars by roling forward selected data (last-years data wil be added to a newly created calendar)

Calendar Wizard

Copy, Rollforward, or Create new Calendar-linked Data
This wizard will walk you through the creaticn of new school calendars by relling data forward, or copying an existing calendar.
Days will only roll forward if there are matching schedule structure and peried schedule names in the new calendar.
Mote: Creating calendars is a database infensive procedure. It can take a long time to complete, and may slow down the system
while it runs. Pleass fry to run this tool during off-peak hours.

Edit Calendar Afiributes for new Calendars Select Calendars to Roll

Year =16 v 1415 For ST Sehool

Name Templste T = Bl W 14-15 Hardin High School
T 7 14-15 Hardin Intermediate

*Start Date 070112015 |77
*End Date 06/30/2016 |7

14-15 Hardin Middle School

13-14 Fort Smith School

13-14 Hardin High Scheol

13-14 Hardin Intermediate

13-14 Hardin Middle School

13-14 Hardin Primary

12-13 Crow Agency Scheol

12-13 Fort Smith School

12-13 Hardin High Scheool

12-13 Hardin Intermediate

12-13 Hardin Middle School v

213 in B
CTRL-click and SHIFT-click for multiple

Select 16-17 from the Year drop
down box.

The Name Template should be
[year] [schoolname].

Enter "1" in the Number field.

Enter the Start and End Date
(Choose the state fiscal year start
and end dates).

Select the Calendar(s) from the
previous year to roll forward

Click Next.
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NOTE: Roll all the calendars in the district at once by using the multiple select feature. If there is
more than one calendar in a school (e.g., a K-6 calendar and a PK calendar) each calendar must be given a
different name. Please contact the OPI AIM Helpdesk at 1-877-424-6681 for assistance.

Copy, Rollforward, or Create new Calendar-linked Data

This wizard will walk you through the creation of new school calendars by rolling data forward, or copying an
schedule names in the new calendar.

Check the appropriate boxes to MNote: Creating calendars is a database intensive procedure. It can take a long time to complete, and may slow d

copy data from last year's calendar

Pick the Data to Copy

to this year's calendar. ltis [¥] Calendar Atributes

Schedule Structures

recommended to check all boxes [ [

(NOTE: Term dates will not roll if they fall outside of the calendar start and end dates.)
(Days and Day Events cannot be [] perios Schedules
Days
CheCked) Day Events
Grade Levels
Courses
Sections w/ Schedule Placement
Teacher Assignments
Section Staff Assignments
Room Assignments
Grading Tasks & Credits
Composite Grading

For instance, while you may have a ] Scheduling Rules
. . Schedule Building Constraints
new course numbering system in [9] Attendance Excuss Codes

Scheduling Teams
Section Team Assignments
Calendar Overrides

the New Year, or other changes to
the New Year calendars, it is easier
to change those after you copy the

old calendars than to re-enter all
new courses.

Progress

T SECTONE COpTET:
0 Section Placements copied.
. . 0 Teaching Section Assignments copied.
C|ICk Run leard. Course Fees copied.
0 Staff Section Assignments copied
0 Scheduling Rules and 0 Planning Rules copied.
0 Build Constraints - Course Placement - copied.
0 Build Constraints - Course Room - copied

0 Build Constraints - Course Teacher - copied.
SCFO” to bottom Of P"Ogress bOX 0 Build Constraints - Room Placement - copied.
0 Build Constraints - Teacher Placement - copied.
to verify the Wizard is complete. 0 Grading Tasks and Credts copied.

0 Composite Grading entries copied.
0 Calendar Overrides copied.
0 Assessments copied.

When the Wizard is complete,

Complete

4 |

refresh the page. <Back || Next>

e Internet Explorer: Refresh
or F-5

e Firefox: Reload or Crtl+R

W hitps://aim.opi.mt.gov/mtstate/aim.jsp?status=Ilogoff
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15-16 Hardin High School At the top of the screen, select the 16-

Calendar Grade Levels Schedule Structure Terms Periods 17 school Year and a School.
Save
From the Index, select System
Calendar ID School ini H
= e e e Administration, Calendar and Calendar.
*Mame Mumber
15-16 Hardin High Schocl ® 1 .
LSEE — ThREE | smom Verify the Start and End Dates and
[oron0s [psmon0te s 0
Student Day {instructional minutes) Teacher Day (minutes) Exclude Calendar Number (can be 1 for every

school in the district — must be unique if

‘Wheole Day Absence Half Day Absence {minutes) School Cheice

O there is more than 1 calendar per

Type
I: Instructional w SChOO').
Require Student Assignment
[ .
Click Save.

Testing Count Date

a
Comments
rolling 02062015 02:01 PM

Note for District Edition users only:
\ “Student Day (instructional minutes)” is
used in the ADA calculations. If left
blank, will default to 360. And
calculated ADA will be different
between enrollment and ADA report.

/

Select the Grade Levels tab.

Verify grades for the school. T
Ve 15-16 Hardin High School

If grades are not correct for the school, Calendar Grade Levels Schedule Structure Terms Periods Days
contact the OPI School Finance Division e
at (406) 444-4524 for assistance. =

rade Level bato
NOTE: Do not add or reconfigure grade D:a’”e mseq
levels for schools (e.g., adding grade 6 10 11
to your 7-8 calendar) without first 112 12
alerting OPI of the need for the change.
NOTE: Seq numbers between grades
must be one higher than the grade and
in order. This allows students to roll
forward to the next grade in the
sequence.

May 2015
r”}ﬁ,"{f“{;‘ﬁ;" .' gl‘f;‘ed;:‘:?uhliclnsl:x:t:lor: End Of Year

e Collection




15-16 Hardin High School

Calendar Grade Levels

New

Schedule Structures Editor
MName
(FET

Schedule Structure T

Select the Schedule Structure tab.

There should be one Schedule
Structure: Main.

Select the Terms tab.

If a Term Schedule exists, click the
name of the term (e.g., Full Year).
Enter the Start Date and End Date for
the 16-17 school year (these are
student instructional start and end
dates).

Click Save Term Schedule/Terms.

If a Term Schedule does not exist, click
New Term Schedule/Terms. Select the
Term and click Create Terms. Follow
the instructions above to enter term
dates.

15-16 Hardin High School

Calendar Grade Levels Schedule Structure Terms Periods

New Term Schedule/Terms

Save Term Schedule/Terms

Term Schedule Detail
*MName Primary|

Full ‘ear

*Mame
x[v |
| Add Term |

*End Date

*Sequence *Start Date
081272015 |75

DE/032016 [Tn

Days

Delete Term Schedule/Terms

Auto Create Term Schedules

Parameter Selection
Thiz Schedule Structure has no terms, and this tool will create some for you. Infinite
Campus supportz multiple term schedules, but only =elect the term schedules
needed for your schedule. Full-year, sememster, and quarter long classes can all
be created in a quarter term schedule, =0 those options are mutually exclusive.

Full Year (1 term)

|:| Semesters (2 term)

[ Trimesters (3 term)

D Quarters (4 term})

[ othertumber of Terms:
E |

trimesters, if applicable).

Note: At least one term is required. It is recommended to enter semesters at least (or

\

" r\chievemenl .
Ny - B '
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Denise Juneau, State Superintendent
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15-16 Hardin High School

Calendar Grade Levels Schedule Structure

Save Period Schedules

Period Schedule/Periods Editor

1

New Period Schedule

Terms Periods

Delete Period Sched/Periods

OPTIONAL

Days .
Select the Periods tab.

Under Period Schedule/Periods Editor, select the
name of the period schedule (e.g., Default) to
open the screen. Verify the times for each period.

To add a new period, click Add Period.

Period Schedule Info

Denise Juneau, State Superintendent

|*:lame ,| |*;Se:Len:e | In&t‘uctiu:]al Minutes SchOngav To modify an existing per‘iod, change the Name,
— Sequence, Start Time, End Time, Lunch Time or
*Name *Sequence Start Time End Time Lunch Time Non-Instructionz| check Non-Instructional.
X | | L1 O
| Acaperca | Click Save Period Schedules.
OPTIONAL Auto Create Calendar Days
Day Reset
Create a SChOO| calendar using the This tool will generate a Day record for each day in the Calendar. If your calendar
dates are year-round, or larger than the days you need to track, enter a smaller
Days tab. date range to only create Day records for days that have instructional meaning for
this Schedule Structure. If this function is performed on an existing calendar, all
days and day events wil be lost outside the range you choose (Unless vou choose
Select the Days tab. °Fill issing Days Only').
*Start Date
. 082712015 [To
Click Day Reset. Enter the P =
Instructional Start and End Dates. R [
. Durati
Click the days of the week that school S
is in session. Fill Missing Days Only
C|ICk Create Days. Mon Tue Wed Thu Fri Sat Sun
] ]
15-16 Hardin High School Enter Non-Instructional and PIR dates.
Calendar Grade Levels Schedule Structure Terms Periods Days
Save Day/Day Events Delete Day/Day Events Day Reset Print .
o o ! Click the selected date. Enter or remove
Multi Day Event A .
information as necessary.
< August 2015 =
Diate Day #
Sun [ Mon [ Tue [ Wed [ Thu [ Fri [ Sat | |08/27/2015 Not an instructional day.
o 1Pennd Schedule Example:
School Day Instruction Attendance
02 (03 |04 | 05 | 06 | 07 | D8 Eﬂ. Eﬂ Ti DD " .
| e 1 e 1 AN | PIR day - Un-check Instruction and Attendance,
ol e R s e e ‘m"'“m click Add Day Event, and for Type enter IS: In
I B e e Service. Click Save Day/Day Events.
23 24 25 26 7 28 23 I'I.'Iype Dwration Inst. Minutes
o | = I E Select the Print icon to view the calendar.
~ Event on this Day May 2015
\
[ an
* - rAichlevemem O o1 PblIC stiiiction End Of Year
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Step 2: Creating enrollments for the 16-17 school year - ENROLLMENT

student in the 16-17 school year.

Before using the Enrollment Roll Forward tool, modify the enroliments for any students who are not
continuing in the 16-17 school year, including transferring students and students who are being retained
at their current grade level. This must be done before using the Enrollment Roll Forward tool, so that
the student is not advanced a grade in the process.

This section shows how to enter End Date and End Status for transfers and other non-continuing
students, how to indicate that a student has been retained, and how to manually enroll a retained

Transfers Jackman, Hugh L
Grade: 12 #414053 DOB: 03/18/1997 Gender: F
USG the 15-16 SChOOl year Demographics Identities Households Relationships
Enrollments District Employment District Assignments Credentials
Using the Search tab, find the student. Print Enroliment History New New Enroliment History
Enroliment Editor
Edit | Grade | Type | Calendar | Start Date | End Date
Click the Enrollments tab. F 1 P 1415 Hardin High School 08/25/2014
Start Status: 02 Continued enrollment same school,_no inferruption ~
End Sistus ]
The End Status appears on the
Enrollments tab. If it does not display
the correct End Status for a student
who transferred, modify the record to
add the transfer End Status.
Click the record for 15-16 to edit it.
Jackman, Hugh L Click the 15-16 enrollment record to open
Grade: 12 #414053 DOB: 031181997 Gender F
: the enrollment screen.
Demographics Identities Households Relationships
Enroliments District Employment District Assignments Credentials X
. _ , , , Transfers and Withdrawals -- Enter End Date
Save Delete Print Enreliment History New Enroliment History
[ 1 P -teren g Sonod miE e A and End Status to describe the transfer or
B 10 P IZ-IEHEM\HH?ghSd’\oaI B2 2 UE\:EI-EJWE i
A A s other reason the student will not be enrolled
= General Enroliment Information .
Calendsr Schedule (read ony) “Grade Class Rank Exclude the fO”OWIng year.
14-15 Hardin High School O
“Start Date No Show End Date End Action “Service Type
o o Click Save.

*Start Statug

End Ststus
120: Transfer o a public schaol in the same district I~

02: Continued enroliment seme school, na interruption hd

May 2015
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Retained Students

Retained students must be manually entered in the next year’s enrollment, since they do not roll

over in the automated process.

Sheen, Martin C
Grade: 09 #108803 DOB: 102111999 Gender: M
Demographics Identities Households Relationships
Enrollments Digtrict Employment Disfrict Assignments Credentials
n Save u Delete E Print Enroliment History u New u New Enrollment History
Enroliment Editor
Edit | Grade | Type | Calendar | Start Date | End Date
10 P 15-18 Hardin High Schoal 08/27/2015
4 P 14-15 Hardin High School 0812512014 ~
F P 12-14 Hardin Middle Schoal 08/26/2013 05/30/2014
Ef 07 P 12-13 Hardin Middle School 02712012 05/31/2013

= General Enroliment Information

Calendar Schedule (read only) *Grade Class Rank Exclude

14-15 Hardin High School 0

*Start Date Nao Show End Date End Action *Service Type

o/a5/2014 7] O 080512015 |7
*Ctart Status End Status

W || 100: End of year, returmning to same school next year
Dropout Reason

|D-|: Transfer from public school in district or state

| v
Start G End Ci
I\’ear [15-16 v school |Hardin High School V| I
Index Search Help Sheen, Martin C
Grade: 09 #103303 DOB: 10211999 Gender: M
System Administrator A
Diemographics Identities Households Relationships
» Student Information
Enrollments District Employment Disfrict Assi 1 Credentials
 Instruction
Attendance n Save n New Enrollment History
Grading By Task Edit |Grade | Type | Calendar | Start Date |End Dste
Grading By Student A P 14-15Hardin High School /262014
B 03 P 13-14 Hardin Middle School 08I28/2013 05i30/2014 ]
Roster B o7 P 12-12 Hardin Middle School 0827/2012 05/31/2013
Newsletter B 08 P 11-12 Hardin Middle School 08/22/2011 06/01/2012

Teacher Course Requests & General Enrollment Information

*“Calendar *Schedule Class Rank Exclude

+ Admin
15-16 Hardin High School
* Messenger *Start Date No Show End Dste d Achio “Service Type
» Reports 082772015 | | O L m|l v] [P: Primary
P “Start Stelus End Ststus
+Census 02 Gontinued enroliment same schaol, na interuption v
Dropout Reasan
Achievement Montana
— ﬂn Montana Office of Public Instruction End Of Year
Mo Student Denise Juneau, State Superintendent

ate
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Click on the 15-16
enrollment record to open
the screen. Enter the End
Date and Status (100: End
of Year...).

Click Save.

To enter a manual
enrollment for a retained
student, change the
Calendar Year to 16-17 and
select the appropriate
school. Click New.

Enter the student's 16-17
Grade, Start Date and Start
Status (02: Continued
enrollment same school, no
interruption).

Click Save.

May 2015



Rolling Forward Students to the Same School in District —= NON PK STUDENTS

From the Index, select System Administration>Student>Enroliment Roll Forward.

1.

Nous~wN

8.
9.

1

Select one 15-16 calendar (source calendar) from which to roll forward the enroliment.
Choose the Grade(s) that will be continuing in that school (e.g., if a 7-8 school, choose grade 7 only).
Choose all Service Type(s) listed to roll forward all students.
Choose the Source Structure (Main).

Select the Start Status for the 16-17 school year (02: Continued enrollment same school, no interruption).
Choose the Destination Calendar for the 16-17 school year. Same school as step #1.
Choose the Destination Grade (not required — students will automatically be advanced to the next grade

in sequence — sequences must be set ahead of grades, i.e., Grade KF is Seq 1, grade 1 is Seq 2).

0. Click RUN TEST.

Choose the Destination Structure (Main).
Enter the first day of instruction for students in this grade level.

11. If RUN TEST returns acceptable enrollment counts, grade levels and schools, click RUN.

a. If RUN TEST returns unacceptable counts, review Calendar End Dates, Grade Levels and

Sequences and selections in the Enrollment Roll Forward screen.

~Repeat for each school.

Select Source Calendars

Select Start Status

15-16 Crow Agency School
15-16 Fort Smith School

15-18 Hardin High School =
15-16 Hardin Intermediate
15-16 Hardin Middle School
15-18 Hardin Primary

14-15 Crow Agency School
14-15 Fort Smith School

14-15 Hardin High School
14-15 Hardin Intermediate
14-15 Hardin Middle School
13-14 Crow Agency School
13-14 Fort Smith School

13-14 Hardin High School o
CTRL-click and SHIFT-click for multiple

9/ select Source Grades

02: Continued enrolliment sam: ool, no interruption -
(OPTIONAL)
Select Destination Calendar H | nt:
15-16 Hardin Primary v )
Select Destination Grade
= Select grades to roll
Select Destination Structure forward based on their
Main .
N (T start status in the
If school days for the next school year have been finalized and .
Days have been set, this date does not have to be entered. u pcom | ng SChOO| Vea r.

082712015 3

Do not select PK

Allow Duplicate Prim;

AT 02 03 04
05 |_los | lo7 [_loa
09 [ l10 [Eln 12

ik | k1 |l PK
ve | Jun [ Jum

Source Ad Hoc Student Filter

Source Service Type

7 Primary
7 Partial

7 Special Ed Services

Select Source Structure

Main  w

(see page 10).

als Only

Show Warnings

Include students whose enrcllments end on the last day of the last

term
RUN TEST RUN

Enrollment Roll Forward - Test Mode

Destination Calendar/Grade

14-15 Hardin Primary 01 rolled to 15-16 Hardin Primary(Main) 02 Students: 115
14-15 Hardin Primary KF rolled to 15-16 Hardin Primary(Main) 01 Students: 97

* Student’s enrollment ended on the last day of the tarm

Denise Juneau, State Superintendent

Achievement Montana
- i Office of Public Instruction

Moy
s

opl.mt.gov

End of Year
Collection
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Rolling Forward Students to the Same School in District — PK STUDENTS

PK students should be rolled over manually.
Select 15-16 year.

Select Search tab> select Student
Select Grade PK  Click Search.

Click the name of a student.
Click on the Enroliment tab.
Click New.

Lo N R WDNPRE

Click Advanced Search.

A list of the current year PK students appears to the left. Change the year to 16-17.

Enter the next year’s Start Date and Status and the Grade level.

10. If the student is continuing in PK be sure Service Type is set to N: Special Ed Services.
11. If the student is entering Kindergarten, be sure the Service Type is set to P: Primary.

12. Click Save

sEEmy s EO Y IO NEE- G- - i-2e@HvHE
Year [14-15 ~|  school [All Schools V|

Campus Search

Index T Search Help

Search for a record being tracked in Campus by using search fields or by select]

context ather than the current (Example: A student filter cannot be applied to a d
[Studenk v] ‘You may search school-wide.
Student Search
Advanced Search Last Name
First Name
‘Student Number
SSN
Grade
Birth Date 01
! 02
Gender kS
StatelD 04
a5
Person ID 06
Locker Number |07
\ Special Ed b
KH
us
Qg.—-“ P F
Seffing i %
Disability UE v
um

& Future Enrollment
Mext Calendar

= State Reporting Fields

l F\chievemen(
— i

State Exclude

Serving Disfrict

Selecta Value

Summary Enrollments Schedule Attendance Flags Grades Transcript
Save New Enrollment History

Enrollment Editor

Edit |Grade | Type | Calendsr | Start Date | End Date

ERLS N YVC 1415 West School 09/0412014

ELS N YVC 13-14 West School 09/08/2013 05/23/2014

& General Enroliment Information

*Calendar *Schedule *Grade Class Rank Exclude
[ 15-16 West School v] M O
*Start Dafe No Show End Date End Action *Service Type
O ] [ v] [P Primary v
*5tart Status End Status
v

Dropout Reazon

W

Start Comments End Comments

Next Schedule Structure Next Grade

Resident District

Select a Value v

Montana
Office of Public Instruction
Denise Juneau, State Superintendent

\f

opl.mt.gov

End of Year
Collection
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Rolling Forward Students to a New School in District
(e.g., roll students from middle to high school)
From the Index, select System Administration>Student>Enroliment Roll Forward.

1. Select one 15-16 calendar (source calendar) from which to roll forward the enroliment.

2. Choose the Grade(s) that will NOT be continuing in that school (e.g., if a 7-8 school, choose grade 8
only).

Choose all Service Type(s) listed to roll forward all students.

Choose the Source Structure (Main).

Select the Start Status for the 16-17 school year (04: Transfer from public school in district or state).
Choose the Destination Calendar for the 16-17 school year. Should be the calendar of the next
school.

o v AW

7. Choose the Destination Grade (not required — students will automatically be advanced to the next
grade in sequence — sequences must be set ahead of grades, i.e., Grade KF is Seq 1, grade 1 is Seq
2).

8. Choose the Destination Structure (Main).

9. Enter the first day of instruction for students in this grade level.

10. Click RUN TEST.

11. If RUN TEST returns acceptable enrollment counts, grade levels and schools, click RUN.

a. If RUN TEST returns unacceptable counts, review Calendar End Dates, Grade Levels and
Sequences and selections in the Enrollment Roll Forward screen.
~Repeat for each school.

Select Source Calendars Select Start Status
15-16 Crow Agency School & 04: Transfer from public schooel in district or state -
15-16 Fort Smith School
15-16 Hardin High School = [OPTIONAL)
15-16 Hardin Intermediate Select Destination Calendar \
15-16 Hardin Middle School
15-16 Hardin Primary 15-16 Hardin Intermediate -
14-15 Crow Agency School Select Destination Grade
14-15 Fort Smith School - \ Hint:
14-15 Hardin High School L
14-15 Hardin Intermediate SEEAITEITOITT STEITE
14-15 Hardin Middle School N
14-15 Hardin Primary e Select grades to roll
13-14 Crow Agency School . .
12.14 Fort Smith School If school days for the ngxt school year have been finalized and Calendar fo rwa rd based on the”'
13-14 Hardin High School - Days have been set, this date does not have to be entered. A
CTRL-click and SHIFT-click for muttiple 08/2772015 74| start status in the
Allow Duplicate Primary Enrolments upcom | n SChOOI ear.
@/ select Source Grades E 2 p g y
| Totals Only

01 ¥]o2 03 04

Show Warnings
05 06 07 03

whose enrollments end on the last day of the last

RUN TEST RUN

1] 10 " 12
KF KH P1 PK
UE UH um

Source Ad Hoc Student Filter

Source Service Type

brimary Enrollment Roll Forward - Test Mode
\f rima

7 Partial

/| Special Ed Services Destination Calendar/Grade
14-15 Hardin Primary 02 rolled to 15-16 Hardin Intermediate(Main) 03 Students: 127
Select Source Structure

Main

* Student’s enrollment ended on the last day of the term

May 2015
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Step 3: Enrollment End Batch Process

DO NOT CONTINUE TO THE NEXT STEP UNTIL YOU HAVE COMPLETED THE ENROLLMENT
ROLL FORWARD PROCESS (pages 7-11) FOR GRADES K-11. The Enrollment Roll Forward must
be completed before running this Enrollment End Batch process.

From the Index, select System Administration>Student> Enrollment End Batch

CONTINUING STUDENTS: Same School

This step ends the 15-16 enrollments
by adding an End Date and Status for
each student that will continue in the
same school next year.

Select a 15-16 Calendar.

Select the grade(s) that will continue in
that school next year (e.g., for a PK-6
school, select grades PK-5 because
grade 6 goes to another school next
year.).

Enter End Date and End Status (100:
End of year, returning to same school
next year).

Click Run.

\

«*

Denise Juneau, State Superintendent

Achievement Montana
in ana ' Office of Public Instruction
- Mont. tudent
o ol

Select Calendars Select Fields to fill
15-16 Crow Agency School & End Date 08/05/2015 E
15-18 Fort Smith School End Status ¥ B
16-18 Hardn i School = . 100: End of year, returning to same school next year
1516 Kardin Inermediate End Action M
15-16 Hardin Middle Schoal
15-16 Hardin Primary
14-15 Crow Agency Schoal Graduation
14-15 Fort Smith School ) -
1415 Hardin High Sehool Diploma Date i
14-15 Hardin Intermediate Diploma Type M
14-15 Hardin Middle School Diploma Period v
14-15 Hardin Primary )
Post Grad Locat
13-14 Crow Agency Schoal R M
13-14 Fort Smith School Post Grad Plans v

13-14 Hardin High School
CTRL-click and SHIFT-click for muttiple

Select Grades

D[H Dﬂ2 DDS EH 05 DUB DDT
DUE DGQ DM Dﬁ D12 DKF DKH
DP1 DPK DUE DUH DUM

Select Ad Hoc Student Filter

End of Year
Collection
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Select Calendars Select Fields to fill CONTINUING STUDENTS: Advancing to
15-16 Crow Agency School End Date 061052015 73 another school in district.
15’12 ;E;?di"m::;m‘m [ End Status 110: Promoted to anather school in the same district
15-16 Hardin Intermediate I End Action hd ThIS Step endS the 15'16 enro”ments by
15—12:”3?“::4@'&50“00' adding an End Date and Status for each
b ardin Frimary .
14-15 Crow Agency School Graduation student who will advance to another
14-15 Fort Smith School ) - . . .
14-15 Hardn High School Diploma Date i school in the district next year.
14-15 Hardin Intermediate Diploma Type v
14-15 tardin Hiddle School Diploma Period v Select a 15-16 Calendar.
14-15 Hardin Primary :
13-14 Crow Agency School R M
1344 Fort Smth Schoal e M Select the grade that will advance to the
1314 Hardin High School ¥ h | f iddl
CTRLcick and SHIFT-click for mutipe new school next year (e.g., for a middle
school, select grade 8).
Select Grades
Enter End Date and End Status (110:
Ul oz Clos Floe Clos Clos Clor .
Promoted to another school in the same
V0o Clo Clao Cln [z Dl Dl district)
istrict).
Cle Ul o o Clu
Select Ad Hoc Student Filter Click Run.
hd
NON-CONTINUING STUDENTS:
Students who have completed all the
Select Calendars Select Fields to fill

grade levels in a district (school is K-6
or K-8 only) and will advance to
another district

Select a 15-16 Calendar.

Select the last available grade in the
district.

Enter End Date and End Status (140:
Transfer to another public school in
district in MT).

Click Run.

Note: Do not enter graduation data for
these students — graduate data is only
entered for students in grade 12.

\

Achievement

Montana
Office of Public Instruction

Denise Juneau, State Superintendent

opl.mt.gov

15-16 Spring Creek School
14-15 Spring Creek School

End Date

13-14 Spring Creek School | End Status
12-13 Spring Creek School End Action
11-12 Spring Creek Schoal
10-11 Spring Creek Schoal
09-10 Spring Creek Schoal Graduation
03-08 Spring Creek Schoal ) _
07-08 Spring Creek School | Diploma Date o
Spring Creek School(248) Diploma Type W
Diploma Pericd V]
Post Grad Location V|
Post Grad Plans v|
CTRL-click and SHIFT-click for
multiple
Select Grades
ot Hez Uoz Los
[Jos [Jos [lor [YIos
Lk Urn L
Cek Cue Clom
Select Ad Hoc Student Filter
May 2015
End of Year
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HIGH SCHOOL SENIORS: GRADUATES

This step ends the closing year

enrollment for all students in 12" grade

by entering graduation information to
the batch. After running this wizard,
manually adjust the enrollment for any

individual student who did not graduate
(continue to next section for

instructions).

Select Calendars Select Fields to fill
15-18 Crow Agency School End Date DRIOS2015 o
[£-18For Smih Sehoo - A EndSists  |400: Gradusied
15-18 Hardin High Schoal :
18-18 Hardin Intermediata End Acion W
15-18 Hardin Middle Schoal
15-18 Hardin Primary
14-15 Crow Agency School Graduation
14-15 Fort Smith Schoo
Dpems D
14-15 Hardin Intermediste Diploma Type | 01: Regulsr Diploma
14-15 Hardin Middle Schoal , . -
14-15 Harin Frimary Diploma Period | 03: Four years or with |EP allowing for langer ‘
12-14 Crow Agency School Past Grad Locafion v|
13-14 Fort Smith Schoo Post Grad Plans v |
12-14 Hardin High School

CTRL-click and SHIFT-click for multipke

Select Grades

ot oz Doz Qos Uos Hos Qor Qs
Uoe oo On Maz Oke Own Oee Oex
ue Our Cum

Select Ad Hoo Student Filter

| v

Select the 15-16 Calendar for the high
school. Select only Grade 12.

Enter the End Date (last day of school
for seniors), End Status (400:
Graduated), Diploma Date, Diploma
Type (01: Regular Diploma) and Diploma
Period (03: Four years, or with IEP
allowing for longer).

Click Run.

Repeat this for each high school of the
district.

To modify a record for an individual senior
who did not graduate, choose 15-16 school
year, search for the student using the
Search tab.

Click the Enrollments tab. Click the
student's 15-16 enrollment record to open
it.

Change the End Status from 400:
Graduated to 100: End of year, returning to
same school or other appropriate status.

Afleck, Ben C

Grade: 12 #515676 DOB: 021251997 Gender: M
Diemographics Identities Households Relationships
Enrcliments District Employment District Az=signments Credentials
Save Delete Print Enroliment History New MNew Enrcliment Hisgtory

Enroliment Editor
Edit | Grade

Calendar
14-15 Hardin High School

Start Date
08i25/2014

End Date
D6/05/2015

Type
12 P

11 P 12-14 Hardin High Schoal 03/26/2013 0513012014 ~
B 0 P 12-12 Hardin High School 0513112013
B 0a P 11-12 Hardin High Schoal 0&/28/2011 06/01/2012

= General Enroliment Information

Calendar Schedule (read only) "Grade Class Rank Exclude
14-15 Hardin High School Main v O

*Start Date No Show End Date End Action *Service Type

D i
*Start Status End Status.

02: Continued enrollment same schoel, no interruption W | 100: End of year, retuming to same school next year

Dropout Reason

v]

Start Co

e

End Comments

.

Click Save.
‘ F\chievemen( Montana
" i Office of Public Instruction

opl.mt.gov

End of Year
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Afleck, Ben C

Grade: 12 #515676 DOB: 02/25/M997 Gender: M
Summary Enrollments Schedule Attendance Flags Grades Transcrip!

Credit Summary Assessment Behavior Graduation AdHoe Letters Records

Save

The following fields can only be filled out once a student has entered th grade:
Date First Entered the 9th Grade
NGA Cohort End Yesar
NCLB Cohort End Year

= State Graduation Record

Earliest Grade 9 Enrollment Information Modified Date: 04/12/2013
Grade @ Date NCLB Cohort Year District Number District Name

02/20/2011 2015 0216 Hardin Public Schools

22 Enrollment Data: Hardin Public Schools (0216)
2 Graduation Detail: Hardin Public Schools (0216)

= | 8 General Graduation Information

Diploma Dste: |gs2e2015 |0

Diploma Type: [01: Regular Diploma ~

Diploma Fericd: [04: Gradusted in more than four years ~

Date First Entered the 8th Grade: |gzr2o2011 [T8
MNGA Cohort End Year: |2015 ~

NCLB Cohort End Year

Post Grad Location-

I

Post Grad Plans: | -]

= State Reporting Graduation Fields

Cohort Grad Year: -

Select the Graduation tab: Index>
Student Information>General>> over to
tabs under student name>> Graduation

e If the student did not graduate,
remove the Diploma Date, Diploma
Type and Diploma Period.

OR

e |[f the student did not graduate in
four years, change just the Diploma
Period.

Click Save.

Note: Post Grad Location and Post
Grad Plans are not required.

NOTE: The following instructions pertain only to those districts that use a file upload for ending their current

enrollments and creating next year’s enrollments.

Final steps for all districts can be found on page 17.

END OF YEAR PROCESS — for DISTRICTS USING A FILE UPLOAD PROCESS

Some student information systems create an upload file to complete the data collection described in this
guide (except calendar set up and verification, which must be done manually in AIM (see page 2). Contact
your student information system vendor for End of Year instructions. Follow their instructions to create
an AIM enrollment upload file from your district’s student information system.

@ NOTE: Please follow your local student information system instructions carefully. Failure to follow the

instructions provided by your vendor may result in an inability to successfully upload 15-16 enrollment End Dates.

F\chievemen( . Montana

in Montana Office of Public Instruction
tudent ol

Montan: Denise Juneau, State Superintendent
Infory

End of Year
Collection

9
em opl.mt.gov
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FILE UPLOAD TO AIM

From the Index, expand MT State
Reporting. Select MT Data Upload.

From Import Type, select
Enrollments, Work to Perform,
Validate and Test File, and browse
for the enrollment file from your
district’s Student Information

State Data Import

Select an option under “Impon Type™ o spechy wihlkch recond iype you are uploading. ifhe e you upload contalns mone iEn one
Rype of recard, (Le. S0 and EN reconds) select "Mulliple Record Types™

Select an option under “Wark To Perfonm o indicate how Mie flle should De processed. Thene Jre 2 antions:

1

2

alitats and Test Fiks - Onily rmor anacing will B2 peronmed on Me i, A SUTImary reporn will be gensrated enttying
3T} ETTOrS TE Wene Tund. N0 O3 I IMponed undsT TS option

Load Partial Fils - D=t2 from e e will 20d to or uptats the curnsnt studsnt record in me Ak system. A summary
regart will e genarated INGIC3TING Ma NMUMDST Of FECONEs Tt Were Insertsd of changed. RIS aotion Shoukd D2 Lsed whan
UpaEtIng e INTMMIEtion on 3 partial list of stuserts

Recert Changes

1

Student Demographics - Fiek 11 (RaceEhnkeRy) has been changed o 3 flller flek and data In Wik flled will no longer
o2 Imporiad

Student Enroliments - Fleld 15 [No Show) has been changed 1o a filler fizkd and data In fils flied will no knger bz
Imparied

Program Particpation - Flekds 09,10,11, 2nd 12 (FreeReduced Lunch, SPED Siatus, Part § Star C2te, Par B End
Deiie) hive been changed o filler flekds and data n fese flekds will o longer be Imporied. As 3 resuk fleld 13 (Sectlon
504) mo longeer hizs 3 valkiation and efner Y or N will be Imporied

Carser and Technical Education - Fieids 10,11, 2nd 14 (Tech Prep Participart, Mon TradRionzl Enrolies, 2nd Career
P hiave been changed o Tilker fizkis and data In hese Niekis will no knger be Imporied

System. import Options
o Tz Enraliments vl
Click Upload to test and validate the Mokt Perhm | vatise s Test e v |
] 73 CisersicaSaaz Donuments DM Labellels LapoutsiRecent| Browse_ || Ugkoad
file. ™
ar
ResuRFlle [ 06172014 144133 [COMFLETE) v |[Loza |

This may be done twice.

State Data Import

Salect 30 OPMoN UNGST “IMEBOn TyDe" 10 SpRCHy WhICh Neoard fDe ou are upioading. I te flle you upkosd containe Mmors BEn one
fype of record., {Le. 5D and EN necords) select “hMuRiple Record Types”

Select an option under “Wark To Perfomr o indicate how Ihe file should e processed. There are 2 options:
1. valktate and Test File - Onily ermor checking will D2 perionmmed on e flke. A Summary repon will b genersted kentitying
army errors et wene fund. Mo data ks imporied under Bils opilon.
2 Load Partial Fils - Deta from e fie will 2dd to or updats the currsnt studsnt record in e ANk system. A summany
repon will be generated Indicating Te FUTIDeT Of TeCcOnts et ware Isansd or changed. TRk option should b2 used when
uniEting e IDrmEton on @ partial st of students.

Recent Changes:

1. student Demographics - Fizid 11 (RacaSmnicRy) fes been cranged o2 ller Skl and dat iy mis Sied will o lnger
B Imported

Z. Studsnt Enroliments - Fleid 15 (N0 Show) fes been changed 03 Nlker feid and data in Tils Mied will no longer be
Fmported

3. Program Parbicipation - Fleids 09.10.11. and 12 (Free'Redused Lunch, SPED Ststus, Pant B Sian Date, Part 6 End
Dafie) have lbeen changed fo flller fiekds and daia In hese flelds will no longer be Imporied. As 3 resul field 13 (Seciion
504} mo lomger s 3 walidation and SRner Y or M will b2 Imponad

4 Carear and Technicsl Education - Fieids 10011, 30d 14 (Tech Pren Parizipant. Mon TradRionzl Enrolles, and Caresr
P nave been changed i filler Helds and 03t In mese Nelds will io langar be Impaned

Imiport Options
g Tipe Ennaliments [
"Work to Perform ([IERFTTETIST e
Aid CoilisersicpSaaTDocUMentsiDY MO Lanell sbslsi syoutsiRece|  Srowss Linkoac
‘Suiomik fo Baich
or
Resul Fliz [0en72014 1424150 (COMPLETE) =
Achievement Montana
. rin Montana .' Office of Public Instruction End Of Year
. Denise Juneau, State Superintendent

Moy
s

opl.mt.gov

Collection

Fix any errors identified on the
Import Results Summary.

Return to MT State Reporting/ MT
Data Upload. Select Import Type:
Enrollments, Work to Perform: Load
Partial File. Browse for the file.

Click Upload to upload the file into
AIM.
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FINAL STEPS FOR ALL DISTRICTS
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VERIFY DATA USING AD HOC
REPORTS Candis Standall ;;ﬂ; \:Elzanrzﬂu\;:_l ;‘I::'r:g&ut;hamr:%r;r?e creation of 8 new filter. Filt
» Collection Guides
Verify data with State Published Ad > Student Information Saved Filter [
Hoc Report: student EOY 2015-16 ¢ Census £ student CTE Concentrators
Missi End D S » Behavior @ student CTE Missing Post Grad Status or Date ™
ISsSIing EN ate or Status. + Attendance {3l student Cur i
| student Curre
Select Index>Ad Hoc Reporting>Filt e (2L sudenc F
elect Inaex. oc Reporting>Fiiter v Ad Hoc Reporting 1A student Cur g
Designer >> expand State Published> e al % student D N
.. (A Ey studen
select student EOY 2015-16 Missing Data Viewer | student
End Date or Status. Leter Designer B 15 Vst
Letter Builder @ student FALL American Indizn Student Count
| student Fall Enraliment Records Used in Caloulat
Cl |Ck Test Data Expon @ student FALL Missing Aggregate Hours
Data Analysis £3l, student FALL Spec Ed Status - Unlocked IEP
. . . . Batch Queue {3 student Former LEP Students
This will provide a list of students that * User Communication {3, student Gifted and Talented N
feel H student LEP - Current LEP students
are missing their Enrollment End Date + Assessment %Mem MAEFAIRS Gourt Speing - issing Agg h > IR
and Status. All students must have an » System Administration < >
end date and status. Correct as > Auditing [ searcn |[ Edt | Test |[ copy | " Esgor |
» FRAM
n . If no resul Il i iltr Hi
eeded o results, all data is T Siste Reporing
entered. No action necessary. » Federal Reporting
RESYNC STATE DATA
Batch Resync Selective Sync
9] Creck sepencencies A data resync is required for all file
Status|
. — S uploads and recommended before
=) District 09/03/2014 14:50:11| Processed: 0 Errors: 0| (O
[E— 03132014 1450:11| Fracessed: 0 Errs- 0| ) data collection due dates.
[~ School 08/03/2014 14:50:11 | Processed: 0 Errors: 0 O
[=] Calendar 09/03/2014 14:50:11 | Processed: 0 Errors: 0| (O Se|eCt the cu rrent Year and All
1 CourseSection
[ ScheduleStructure 09/03/2014 14:50:11| Processed: 0 Errors: 0| O SChOOIs'
& Day
[ StructureGradel evel 08/03/2014 14:50:11 | Processed: 0 Errors: 0| ) Select |ndex>$ystem
Personidentity 08/03/2014 14:50:11| Processed: 0 Errors: 0| (O . . .
. Administration>Data
(] BehaviorType
a] BehavioresoluonType Utilities>Resync State Data.
0 BehaviorResponseType
E — Check the box for Enroliment. All
CensusContactSummary
O F—— associated boxes will automatically
1 Employment po p u I ate .
0 EmploymentAssignment
0 EmploymentBackground A
[ EmploymentCredential CI ICk Sen d Resy nc.
) Enroliment 08/03/2014 14:50:11 | Processed: 0 Errors: 0| () (At bottom Of page)
] Evaluation
[(ctievement N ot e End of Year

Denise Juneau, State Superintendent

opl.mt.gov
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Thank you for all you do and please
don't hesitate to contact the AIM Help Desk at
877-424-6681 or 406-444-3495 and/or email

opiaimhelp@mt.gov with any questions or concerns.

L At
ey rﬁnhgdg;{“;;“ .' Offce of PublicInstructio End of Year
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